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Depository  Copy 

I .   EMPLOYEES  COVERED  BY  EPRS : 

1.   If  an  employee  is  out  of  work  due  to  an  extended  medical  leave  or 

industrial  accident,  should  the  EPRS  evaluation  bo  terminated  for  : 
fiscal  year? 

A.   An  employee  who  works  for  a  period  of  less  than  3  months  plus  1 
day  should  not  be  evaluated  for  that  fiscal  year. 

Conversely,  an  employee  who  works  at  least  3  months  plus  1  day 
during  the  fiscal  year  should  be  evaluated  for  the  year. 


at  evaluation  system  should  be  used  for  TPL  (Technical  Pay  Law) 
employees?  Are  these  employees  covered  by  the  bonus  programs? 

A.  TPL  employees  must  be  evaluated  either  by  EPRS  or  existing 

evaluation  procedures  as  specified  in  the  Technical  Pay  lav:.  IF 
employees,  however,  are  not  eligible  for  the  EPRS  bonus  pjj!  sgrams 
because  their  pay  is  tied  to  performance  through  TPL. 


3 .  Are  seasonal  employees  covered  by  EPRS  and  the  bonus  programs? 

A.   Yes.   Seasonal  employees,  using  the  contractual  definition  in  rive 
applicable  collective  bargaining  agreement,  are  covered  by  EPRS; 
i.e.  (a)  the  employee  accrues  steps  and  personnel  benefits;  and 
(b)  the  employee  works  for  a  minimum  consecutive  period  of  90  days 
or  more  during  the  evaluation  year. 

Seasonal  employees,  who  fulfill  the  above  definition,  are  covered 
by  the  bonus  programs  on  a  pro-rated  basis. 

4.  Are  confidential  employees  covered  by  EPRS,  and  are  they  eligible  for 
the  bonus  programs? 

A.   Confidential  employees  are  covered  by  the  EPRS  evaluation  through 
an  executive  memo,  dated  January  30,  1987,  from  David  Haley/DPA 
and  Daniel  Sullivan  then  director  of  OER,  and  they  are  eligible 
for  the  bonus  awards. 
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5.  Ha.-/  long  will  the  evaluation  period  be  lor  new  employees,  who  are 
hired  after  April  1? 

A.   Employees  who  are  enpl    I  for  a  niinimum  of        '■  plus 

(i.e.,  hired  before  March  31)  will  have  a  completed  evaluation   . 
June  30. 

Employees  hired  from  April  1  to  June  30  will  have  an  extended 
evaluation,  thus  combining  the  current  fiscal  year  period  with 
the  next  fiscal  year's  evaluation. 

6.  Is  an  evaluation,  which  is  conducted  during  an  employee's  probationary 
period,  considered  a  formal  evaluation?  If  so,  how  will  this  impacc 
en  the  limitation  of  two  formal  evaluations  in  ore  evaluation  year? 

A.   The  supervisor's  evaluation,  at  the  conclusion  of  an  employee's 
probationary  period,  is  considered  a  formal  evaluation.  This 
should  coincide  with  Stage  B  of  EPRS,  the  Mid-Advisory  Rating, 
and  occurs  just  prior  to  the  end  of  the  probationary  period 
(either  at  6  months  or  9  months)  . 

Since  this  is  one  formal  evaluation  and  the  annual  rating  is  thv. 
second  formal  evaluation,  it  complies  with  the  limitation  of  two 
evaluations  in  a  position  in  one  year. 

Supervisors  should  conduct  informal  progress  review  meetings 
during  the  probationary  period  before  giving  an  employee  an 
Advisory  Rating  at  the  conclusion  of  the  probationary  period. 


II .   STEP  INCREASES  .AMD  BONUSES : 

7.  Will  termination  of  an  employee's  evaluation,  due  to  an  extended 
medical  leave  or  industrial  accident,  affect  the  employee's 
eligibility  for  a  step  increase  or  a  bonus,  if  eligible? 

A.   Termination  of  the  evaluation  will  not  affect  the  employee's 

eligibility  for  a  step  increase.  The  same  factors,  which  have 
been  used  in  the  past,  should  be  considered  by  the  supervisor  in 
making  this  decision. 

However,  termination  of  the  EPRS  evaluation  will  make  the 
employee  ineligible  for  either  the  In-Service  or  Merit  Bonus  in 
that  particular  fiscal  year. 
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8.  Will  employees  who  transfer  during  the  year  be  eligible  to  receive  a 
pro-rated  bonus  based  upon  "meets"  or  "exceeding"  performance  earned 
at  their  previous  agency? 

A.   Employees 'eligibility  for  a  bonus  is  based  on  their  step  status 
as  of  the  end  of  the  evaluation  cycle,  June  30.  If,  in  making  a 
job  change,  the  employee  is  no  longer  at  Step  5,  s/he  would  not 
be  eligible  for  a  bonus.  The  employee's  performance  at  both  jobs 
in  one  year,  however,  should  be  considered  in  making  the  final 
evaluation. 


9.  Will  employees  who  retire  before  the  end  of  the  evaluation  year  be 
eligible  for  a  pro-rated  bonus  based  on  the  portion  of  the  year  in 
which  they  worked  fcr  the  state? 

A.   No.  Employees  must  be  employed  by  the  Commonwealth  as  of  the  end 
of  the  evaluation  year  in  order  to  be  eligible  for  a  bonus. 

10.  How  long  must  an  employee  be  at  Step  5  in  order  to  be  eligible  for 
either  the  In-Service  or  Merit  Bonos? 

A.   An  employee  must  have  completed  52  weeks  at  Step  5  and  have  5 

years  of  State  service  in  order  to  be  eligible  for  either  bonus. 

11.  Can  a  step  increase  be  awarded  retroactively  if  delayed  due  in  part  to 
the  rating  on  an  EFRS  evaluation? 

A.   EFRS  is  only  one  factor  in  considering  the  delay  of  a  step 
increase.  The  decision  to  retroactively  reinstate  a  step 
increase  is  one  that  is  made  by  each  agency's  appointing 
authority. 

12.  When  03  positions  are  converted  to  regular  State  positions,  will  the 
incumbent  have  accrued  eligibility  (years  of  service  and  steps)  for 
the  bonus  programs? 

A.  When  an  03  employee  is  converted  to  a  regular  State  position,  the 
employee  will  be  given  credit  based  upon  his/her  years  of 
service,  upon  approval  by  the  Office  of  Employee  Relations.  Once 
the  03  position  has  been  converted,  the  employee  will  be  eligible 
for  a  bonus  award  if  s/he  is  at  the  top  step  of  the  grade,  for  52 
weeks,  and  has  5  or  7  years  of  creditable  state  service. 
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13 .  What  arc  the  eligibility  requirements  for  the  bonus  for  employees  in 
bargaining  unit  9? 

A.   Bargaining  Unit  9  employees  must  be  at  the  top  step  of  their 

grade  (Step  7)  and  must  have  7  years  of  service  to  be  eligible 
for  either  the  In-Service  or  Merit  Bonus  programs. 

14.  Are  intermittent  employees  eligible  for  the  bonus  programs? 

A.   Intermittent  employees  are  covered  by  EPRS  through  an  executive 
memo,  dated  January  30,  1987,  from  David  Haley,  Personnel 
Admiriistrator,  and  Daniel  Sullivan,  then  Director  of  OER. 
Intermittent  employees  are  defined  as  employees  who  work  less 
than  50%  of  the  regular  work  week  or  who  work  more  than  50%  but 
are  not  on  a  fixed  schedule. 

Though  intermittent  employees  are  covered  by  the  EFFS  appraisal 
process,  they  are  rot  covered  by  either  the  In-Service  or  Merit 
Bonus  programs. 


III.   APPEALS: 

15.  Can  employees,  who  are  in  civil  service  positions,  rake  appeals  at  any 
time  to  the  Civil  Service  Commission  or  only  after  the  final 
evaluation? 

A.   According  to  Chapter  31,  Section  6C,  of  the  General  Laws, 

employees  in  civil  service  positions  may  appeal  the  "results"  of 
their  performance  evaluation.  Though  employees  may  file  an 
appeal  at  any  time,  it  is  unlikely  that  the  Commission  will 
respond  to  an  appeal  before  the  final  evaluation.  The  Commission 
will  most  likely  want  evidence  of  a  final  rating  in  order  tc  make 
a  determination  en  the  appeal. 

16.  Do  confidential  employees  have  any  rights  of  appeal? 

A.   Since  confidential  employees  are  not  covered  by  a  union  contract, 
they  do  not  have  contractual  rights  of  appeal.  Only  confidential 
employees  who  are  in  civil  service  positions  may  appeal  through 
the  Civil  Service  Commission. 
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IV.   GENERAL  EVALUATION  PROCEDURES: 

17.  For  purposes  of  EPRS,  can  a  person  supervise  an  employee  if  both  are 
in  the  same  job  title? 

A.   No.  A  supervisor,  for  purposes  of  evaluation,  should  always  be 
someone  in  a  higher  job  group. 

18.  Can  a  union  official  be  present  during  an  EPRS  evaluation  meeting? 

A.   A  union  representative  may  be  present  only  if  disciplinary  action 
is  to  be  taken,  and  the  employee  requests  such  representation. 
An  EPRS  performance  planning  or  progress  review  meeting  does  not 
require  the  presence  of  a  union  representative. 

Any  investigatory  meeting  to  consider  discipline  should  be  held 
separately  and  apart  from  the  EPRS  evaluation  process. 

19.  When  does  the  EPRS  evaluation  become  a  formal  document? 

A.   According  to  Administrative  Procedures,  the  evaluation  is  a 

formal  personnel  document  "wherever  kept  and  by  whomever."  Thus, 
the  EPRS  form  becomes  a  formal  document  as  of  the  Stage  A 
Performance  Planning  Meeting  when  the  supervisor,  employee,  and 
reviewer  establish  major  job  duties  and  criteria  for  the 
evaluation  year. 

20.  If  an  employee  is  transferred  or  promoted  during  the  evaluation  year, 
does  the  new  supervisor  have  access  to  the  employee's  performance 
evaluation  from  his/her  former  position? 

A.   Yes.  The  new  supervisor  must  request  a  copy  of  the  employee's 
evaluation  from  the  previous  supervisor.  Both  evaluations  are 
part  of  the  employee's  annual  evaluation. 

21.  If  the  supervisor  changes  during  an  evaluation  year,  whose  rating,  if 
different,  has  more  weight  —  the  old  or  new  supervisor's? 

A.   The  final  rating  should  be  determined  on  a  proportional  basis 

giving  the  appropriate  weight  according  to  the  amount  of  time  the 
employee  spent  in  each  position. 
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